Sample Business Letter for Requesting Sponsorship from a Company

Date: [Insert Date]

[Recipient Name]
[Recipient Title/Position]
[Company Name]
[Company Address Line 1]
[Company Address Line 2]

Dear [Recipient Name],

I am writing on behalf of [ Your Organization/Event Name] to formally request your esteemed company's support as a sponsor for our
upcoming [event/cause/project], scheduled for [date] at [venue/location].

[Brief Description of Event/Cause]
Our event ains to [state the purpose and importance of the event or cause, e.g., raise awareness, support local community, promote
education, etc.]. Last year, we successfully attracted [mumber] participants and garnered significant media attention, making it a notable

community event.

How Your Company Can Help

We are seeking sponsorship to help cover the costs of [mention key expenses such as venue, materials, refreshments, promotional
materials, etc.]. Your support can be provided in the form of [financial contribution, products, services, etc.]. As a valued sponsor, your
company will receive prominent recognition through:

Logo placement on event banners, flyers, and digital materials
Mentions in local media coverage and press releases
Opportunities to address event attendees

Inclusion in our social media campaigns and website

[Other relevant benefits]

‘We have enclosed our sponsorship proposal, which outlines various partnership levels and the associated benefits. We would be honored to meet
at your earliest convenience to discuss how we can collaborate for mutual benefit.

Thank you for considering our request. We look forward to the possibility of partnering with [Company Name| to make [Event/Project Name]
a resounding success.

Please feel free to contact me at [phone number] or [email address] should you have any questions or require additional information.

Sincerely,

[Your Full Name]

[Your Title/Position]
[Your Organization Name]
[Contact Information]
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